I: 


= 


rok 


wid 


Ac 


+ oo. 
ate 


a Mt 
ii hie 


DIRECTIONS FOR ACCESSIONING BOOKS 


The Accession Book is a numerical and chronological list of all the books belonging to 
the library. 


To begin this record, enter first the names of all the books already in the library. When new 
books are bought arrange them alphabetically by authors’ surnames, and then enter them in the 
Accession Book. ‘This makes it much easier to find quickly any specified book. Pamphlets are not 
entered in the Accession record, neither are magazines until they are bound. 


ABBREVIATIONS: In order to save space, use the standard dictionary abbreviations, such 
s ‘“Apr.’’ for April, ‘“hist.’’ for history, “‘Chic.’’ for Chicago, etc. 


DATE: Write the month, day and year in the upper left hand margin of each page. If the 
entry for the day is different from the running date at the top of the page, write the day and month 
before the accession number to be used. 


ACCESSION NUMBER: Enter each book on a separate line, even if a set consists of several 
volumes. Assign to each book an accession number of its own, using the same number as the line on 
which the author, title, etc., are written in ink. 


No two books ever have the same accession number, even if the original is lost or discarded and 
an exact duplicate is bought to replace it. If two or more copies of the same book are purchased, 
enter them as copy 1, copy 2, etc. Otherwise confusion is sure to result. 


If entries are the same for several volumes or copies of the same work, use one ditto mark for 
the whole line instead of dittoing each word. 


Books are ruled for 500, 1000, 2000 and 5000 entries, but after line 99 is reached, the librarian 
must prefix the proper figure to complete the number. 


The number of the line on which the book is entered is called the cial number, and it 
should be stamped or written in ink on the first right hand page following the title page, about an inch 
from the bottom and as nearly as possible in the middle of the page. 


AUTHOR: Write the author’s surname only. 
TITLE: Use a brief title. 3 


PUBLISHER: If several publishers are given on the title page, use only the first named or 
most important. 


YEAR: Write the date of publication as given at the foot of the title page. Use Arabic, 
never Roman numerals. The copyright date found on the back of the title page may be used when 
there is no publication date. 


COST: Under cost, enter the amount in dollars and cents actually paid by the library 
for the book. 


Marks gifts (g) in red in the cost column. 


REMARKS; Under ‘‘remarks,’’ write the name of the dealer from whom the book is bought 
or the name of the person who gives it. Also indicate any change after the book came into the 
library, such as re-binding. In case the book is no longer in the library, state its final disposition, 
such_as lost, discarded, exchanged, etc. 
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